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mmmmms for ogmsBa a iP BwmneB-r. 

FOKGHASE U. S. S&VXKSS 30HEB M FH3M&JL TJMM&EimS 

%wm classified Wisms asm) 


25X1A7b 


(WSBSBAS ASSIGBW 1 ? 

■Aay such «spl«gree Who i© parsheisiiig hoods through patron feduetiaas 
at headquarters Mil hare his bead withfeoMicg tesnataated tmoa 
separation from the headquarters Scroll and aw *tm$&LLe& b alm.c e 
MU he r effete* to hi® with the last cheek issued at taMtgMrtera. 

^ tSse desires to hme MthhoMir^s Bate for beads while 

overseas, he shell file, before departure, a tmr fte ra Ho* 2254, 
.%athorizati<» for Ptorchane of Srrf.ago Bests!*, «* indicate disposition 
0f bonto as prescribed in paragraph 4 below. She Fora shall be 

forwarded srompfcly to the Payroll Breach., Fiscal Bivlsioa, Office 
of the So^pfcTOXlOT * 

mich T<ffao &se pwtieipatea ia the savings bead purchase 

progran at haad^iarters feat who wishes to participate ia the program 

■ Ail ® QTO8e * s “«• «!* F«m Kb. 22^4 with the Payroll Brawoh as 
Inscribed ia paragraph 4 Below, before departiag txtm headquarters* 

‘me Bayroll Brarn* will notify the field office when to feegin payroll 
oedaetiona for boats aM the aneuBt. Records of withhbldissgs and the 
3-ssuanoe of bonfei will be leea^UArt at, lurtnirn i inn. 

SSMSS 

m m W l W m ■ who wishes to participate 1 b the soring© boat 

porchase program shall collet© «. Fora 2254 as prescribed ia paragraph 

4 fcelos? * *“* Passat it tc the I I Chief or Mmisiatrative Office* 

Sm> transmittal to headquarters. 25X1 A7b 
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25X1A7^ ** 


' 0 . & 


8iu.il stales a record of the bond allotment authorised a/i 
establish a new normal p$,y show in,-" the deduction on Foam 1027 > Ttaa 
sm Attendance Report and. Payroll Change Slip. The amount of toad 
ailotKent shell, be identified as such on Foam 1027 pending a revised 
prints^ of the Warn. which will pceoride a column for bond deduct Iona. 
Amounts withheld for bonds shall be shewn on the payroll aar/aartea 25X1 A7b 

will improvise 


submitted to headquarters each biweekly period* 
a column for bends cm those payroll stfflaaiy toms which do sot provide 
fox' such deduction. Forms 225 4 originating in the field shall be 
forwarded to the Payroll Branch attached to Form 1027 e/d the payroll 
summary cowering the first deduction. All bond authorisation foams 
will be retained at hoadqu cetera • 

Headquarters shall be notified of any changes to be hade in bond 
allotments on Foist 22$kA - Bequest for Change in Bv/roll Sayings 25X1 A7b 
Allofcweat, which shall, be transmitted t© Headquarters by the 
iwsediately upon execution.; however, the 


25X1 A7b 
shall not give effect 


to such changes until advised by headquarters. A cancellation of on 
allotment msy be sad® effective immediately arid headquarters so advisee' 
&u Ferns. 1027. Headquarters will instruct the 


. 25X1A7b 

Jon the amount of 


the unapplied balance to be refunded with a subsequent salary payment. 
PEHSOI83EL BEfililUffi TOOM OVERSEAS 25X1 A7b 

shall report to 


When an msylxs&se departs from the field, the| 

headquarters by sasmara&guK as currently instructed the last salary 
payment mde in the field to the employee. Any unapplied balance of 
bond deductions will be refunded to the employee upon his return by 
the headquarters Payroll Branch. A new Form 225^ may be filed by th*» 


employee with the Payroll Branch upon return to headquarters if he 
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wishes to participate again after his name is restored to the 
headquarters payroll. 

k. GESEML IHSfflOCTIOES FOR mSFARASIQS OF FORMS 
a. Allotment and Bead Deneialsa oiosa 

mim frff t mm * < *00 itc*' *. rrjta $te> . rraasSttlttW*'’ -pb ! ” ? *-«w<v'***i* 

SL%SM* staff e^oleye^s wi shing to participate in the bond purchase 
2 ? ro®r«*» shall prepare Fens -So. 2254, Azxbhorlsat ion for PuE“ch&ae of 
Savings Bonds. For asgr change ia allotments, denagiaaitiatt, registration 
or delivery Instructions, Form Ho. 2254A, Request for Change in Payroll 
Savings Allotment shall be 'prepared* These foass most be prepared by 


25X1A7b 


be 


typewriter ia true name and subedited to headquarters , OMIT nans of 

departsieat ., 


and place. For overseas employees, allotment 
©mounts and bond denominations will be limited to those listed ia 
Attach®® at 1. She allotment authorized will apply to each biweekly 
pay period until changed or cancelled in writing by the esEplcgree. 
Unapplied balances insufficient to purchase a bond will be refunded 
as part of salary upon cancellation, termination, or reassigosent 
between headquarters and field payrolls. 

Registration of Bonds 

v*m mBh'rz.-xi*n<-4K--4i 

Bonds will be registered only in the true names of individuals (natural 
persons), whether adults or minors, in one of the following farms; 

(1) OBDS HSRSGB: In the name of ease person, as "John J. Jones." 

(2) WO FERSOBS; C0~a/SE3SHXP FORM: In the names of two (but not 

acre than two J persons as alternate coowner a, for 
exaapl® ; 

"John J. Jones OR Mrs. Mary B. Jones." 

(3) THO PERSCBS: BKUEFICIARf FORM: In the name of one (but not more 

than one) person, payable on death to one (but not 
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MTfc; than one) athtrc per son, for iexsm$lmz 
John J., Jones, Payable ok death to Miss 

^Sary B. Jones. ” 


"Payable on death” my he abbreviated as "p.o.d," 
persea named is the registered owner 
^ person Is the designated beneflel say 

Married wen's names shall be shorn as "Mrs. Bertha B. Brmm,” sever 

as "Mrs. Saa H. Br own.” jgMwsws in ^^ted, Strtes shall be 

used. 


gfTeetlre Ba te of Allotment 

.... ii i ■■ mi n i ■ ^ i Ui wmwj^nawfertaiiw .4 **».*;« . 

Afi aUfltawfe w chause in allotment apalleable to the heedauarters 
P^roll rtU heron* effective with the first biweekly pay period in 
which the authorisation or triage fora is received in the Payroll 


Branch at headquarters, unless a later date is specifically requested. 
As stated la paragraph le, be^wsartars will notify the | | wfeen to 
deduct for a bead lOXotmst sstthoriaed while at headquarters. An 


25X1A7b 


arborisation originating in the field win beecsae effective with the 


biweekly period in which it 1 b received by the 
Delivery Instructions 

,r “"e** •» ■ nwnffiftBtwiiiwwm,)! »***&&&***: .£mmu- ■ 


25X1 A7b 


^enever feasible, the block "% mil” under delivery instructions shall 
be checked. An address in the Halted States will be provided. IkmlB 
will be sailed by the headquarters Payroll Branch to the owner at the 
address designated. Setayms should notify persons residing at the 
address given who will receive bonds mailed to sueh address on behalf 
at the employees. If it is not feasible to provide an address in the 
ifeited States to which bonds say be nailed, the employe® eheel; the 
block "la pareca,” under delivery instructions and the bonds issued will 


%, 


• *■ 
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fee dispatched to the 

the employee mast provide 


bonds are to he mailed to the 


foar delivery to the employee* Even though 

25X1 A7b 


addresses in the United States for registration of the bond. Bonds 
WILL MXP fee retained by headquarter© • 


ASffiACHMEHT: 

AHofcaieats to Purchase Bonds 
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wpi^l* l8t ° f th<6 8011611 ia wbleb <**-*&£ of purchase price accumulates to 
♦s-payroll deductions cannot extend beyond 20 allctoents toward the purchase of one bond. 


i'mCHMEBT 1 
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